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1.  JLARC AND ITS WORK PLANNING PROCESS 
 
 

The Joint Legislative Audit and Review Commission (JLARC) is the 
oversight arm of the Virginia General Assembly.  It was established by the 
legislature in 1973 to review and evaluate the operations and performance of 
State agencies and programs (§30-56 to §30-63 of the Code of Virginia).  Since 
its establishment, JLARC’s responsibilities have grown.  These added 
responsibilities are reflected in the work planning process. 

 
In 1978, the General Assembly expanded the JLARC oversight role by 

enacting the Legislative Program Review and Evaluation Act (§30-65 to §30-73).  
The Evaluation Act provides for the periodic review and evaluation of selected 
topics from among the seven budget functions of State government.  It also 
establishes a process for involving House and Senate standing committees in the 
Commission's study activities.  The authority of the Commission to conduct 
follow-up studies was clarified and formalized by the 1980 General Assembly 
(§30-58.2).  In 1986, the Evaluation Act was amended to eliminate its sunset 
provision. 

 
In 1994, the General Assembly passed the Virginia Retirement System 

Oversight Act (§§30-78 through 30-84).  This Act designated JLARC as the 
legislative agency responsible for carrying out retirement system oversight.  The 
Commission is required by this Act to make certain reports to the General 
Assembly regarding investments and the actuarial soundness of VRS trust funds.  
The Commission's retirement system oversight activities are guided by a 
subcommittee appointed by the Chairman. 

 
JLARC also has statutory responsibility to review internal service fund 

accounts (§2.1-196.1) and to periodically review the codified exemptions and 
exclusions from the Administrative Process Act (§9-6.14:4.1G). 

 
In 1999, language was added to the Appropriation Act (Item 16 K) to 

provide JLARC with additional funds to expand the technical support staff of 
JLARC “to assist with legislative fiscal impact analysis” and “to conduct oversight 
of the expenditure forecasting process.”  A Fiscal Analysis Section was 
established and staffed in 1999.  Funding and language for the section were 
continued in the 2000-2002 Appropriation Act. 

 
In 2001, two measures were passed that mandated JLARC to provide 

the General Assembly and the Governor with annual reports on State spending.  
These measures (HB 2865 and HJR 773) require JLARC to study State spending 
over the past two decades, identify the largest and fastest growing programs, 
analyze the causes of expenditure growth, and assess various means of 
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addressing growth in State government.  This function is explained more fully in 
Section 5 of this workplan, which describes Fiscal Analysis Section activities. 

 
The evolution of JLARC’s statutory mandates have resulted in a 

growing set of responsibilities that require both a structured and a flexible work 
planning process.  This document reflects Commission and staff judgment on a 
feasible schedule of work for 2001. 

 
 

How the JLARC Planning Process Works 
 

The work planning process is a modified management-by-objective 
system adapted to serve a small, research-oriented organization like JLARC.  
The process can be subdivided into three basic steps -- plan preparation and 
approval, plan control, and plan evaluation. 

 
Plan Preparation and Approval.  The JLARC biennial budget and 

topic selection processes are the foundation for annual workplan preparation.  
The plan is prepared annually by the Director and the deputy director.  Research 
topics are developed and approved annually by the Commission and the General 
Assembly.  Plan preparation begins after topics have been selected, usually near 
the end of the legislative session. 

 
The workplan establishes a general framework for defining agency 

goals and objectives, work activities, a project timetable, and staff assignments 
for the current year.  While there can be substantial overlap in JLARC's work 
areas, objectives and activities are presented for nine separate program areas 
within this plan: 

 
•  Research Plan and Priorities -- a brief summary of 

research activities expected during the year including 
target dates for project completion. 

 
•  Virginia Retirement System Oversight -- a discussion of 

the continuing oversight activities and research projects 
for 2001. 

 
•  Fiscal Analysis Section -- a discussion of activities of the 

fiscal analysis section, including expenditure forecasting, 
fiscal note reviews, and an annual report on State 
spending trends. 

 
•  Other Ongoing Oversight Activities -- a discussion of 

JLARC’s responsibilities regarding internal service funds 
and other areas. 
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•  Division Management -- a discussion of work activities 
carried out within each of JLARC's research divisions. 
 

•  Research Methods -- a listing of work activities to be 
carried out by the staff methodologist. 

 
•  Information Systems -- the computer support activities to 

be managed by the computer resource analyst or other 
relevant staff. 

 
•  Publications -- a summary of work activities planned by 

the publications analyst. 
 

•  Business Management and Office Services -- an outline 
of administrative and office services activities. 

 
•  Training -- a discussion of staff training and development 

planned for the year. 
 
 

The plan guides work activities during the year.  It is used as a basis 
for communication among the project leaders, the division chiefs, the business 
manager, the staff methodologist, the publications manager, the deputy director, 
and the Director.  It is also used as an aid in project management and problem 
identification.  The plan may be periodically revised to reflect changes in 
organizational priorities and needs. 

 
Plan Control.  The annual workplan is submitted to the Commission 

for its review and approval, generally in May of each year.  Agency and project 
managers are provided periodically with information about project scheduling and 
achievements.  Mechanisms for conveying this information include project 
workplans, weekly planning meetings, monthly planning and project status 
reports, and personnel time allocation reports. 

 
Weekly planning meetings are held most Monday mornings and 

feature informal reports on the status of projects and activities.  These meetings 
are used to coordinate activities and to set priorities for administrative support 
during the week.  The staff leadership team -- which consists of the Director, 
deputy director, division chiefs, business manager, and managers of the 
publications and methods sections -- outlines a plan of work for the period 
preceding each Commission meeting.  Following most Commission meetings, 
the Director calls a meeting of the entire staff.  At these staff meetings, the 
Commission meeting is reviewed, plans for ongoing projects are discussed, and 
items of general interest to the staff are raised. 

 



 4 

Periodic meetings may also be held with project leaders and the 
leadership team.  These meetings are a vehicle for keeping key staff members 
involved in and informed of important items of organizational and project interest.  
Communication of plan, project, and other work responsibilities is also 
accomplished by the preparation of project-specific planning documents and 
overall organizational directives such as the Research Guide and Administrative 
Manual. 

 
The leadership team periodically reviews status reports on each of the 

ongoing research projects.  Status reports include such information as the 
completion date, work phases completed, work accomplished since the last 
reporting period, and significant report findings.  The workplan may be revised 
from time to time to reflect changes in project scope, status, and priorities. 

 
Time allocation forms are prepared by staff on a weekly basis.  These 

forms are used to track individual and project time and to prepare periodic cost 
allocation reports when needed. 

 
Plan Evaluation.  Four types of outcomes can serve as performance 

indicators to evaluate the accomplishments of the JLARC workplan: 
 
•  Products -- studies and reviews produced and reported. 

 
•  Completion of Other Scheduled Activities -- the extent to 

which work activities, such as training, management, and 
administration, are effectively completed. 

 
•  Legislative/Executive Utilization -- (a) the extent to which 

JLARC reports provide useful information to the General 
Assembly and executive agencies, (b) the extent to which 
the legislature and executive agencies implement JLARC 
recommendations, (c) potential for cost savings accruing 
to the Commonwealth, and (d) potential for improve-
ments in agency operations and service delivery. 

 
•  Legislative Feedback -- the extent to which the 

Commission members, members of the General 
Assembly, and leadership indicate utilization of the 
research products and information. 

 
 
JLARC accomplishments are assessed by follow-up of completed 

studies and reported biennially in the Report to the General Assembly.  The last 
such report was prepared in September of 1999.  A 2001 Report to the General 
Assembly is scheduled for release in October of this year. 
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Evaluation Act Planning and Scheduling 

 
Under the provisions of the Legislative Program Review and 

Evaluation Act (§30-65 to §30-73), the Commission periodically selects and 
schedules functional areas of State government for systematic review and 
evaluation.  In September, October, and November of 2000 a JLARC Topic 
Selection Subcommittee met under the provisions of the Evaluation Act and 
JLARC’s general enabling statutes.  As a result of these meetings, the 
Subcommittee proposed and the full Commission approved in November 2000 
several new areas for staff review.  These areas include: 

 
•  An expansion of the ongoing JLARC transportation studies to 

include a comprehensive review of the maintenance program and 
the equity and efficiency of highway funding. 

 
•  A review of information systems development.  This study will focus 

on problems incurred in procuring new information systems for the 
Commonwealth. 

 
•  A study of the use of indigents in research at the State’s three 

teaching hospitals. 
 
•  A review of workforce training. 
 
•  A review of capital punishment in the Commonwealth, focusing on 

prosecutorial discretion and the appellate review process. 
 
•  A review of gubernatorial authority to establish agency head 

separation packages. 
 
 

These studies, along with other work approved by the Commission and 
the General Assembly, are discussed more fully in Section 3, Research Plan and 
Priorities. 
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2.  JLARC GOAL, STRATEGY, AND PERFORMANCE 
INDICATORS 

 
 

The JLARC organizational goal and the strategy for implementing it are 
as follows: 

 
 

Goal 
 

Ensure that the legislature has a viable and rigorous oversight 
capability, that the legislature is informed about program operations, that 
legislative intent is fulfilled by agencies, and that State programs are carried out 
in an efficient, effective, and economical manner.  Specific management and 
performance objectives include the efficient and effective implementation of the 
nine program areas detailed elsewhere in this plan. 

 
 

Strategy 
 
Conduct research, including agency visits and interviews, other 

appropriate field work, surveys, literature reviews, hearings, and statistical 
analyses, to produce documents, reports, and briefings which are presented to 
the Commission, General Assembly, and Governor for review and consideration.   

 
 

Performance Indicators 
 
Evaluate the accomplishment of JLARC organizational goals and 

objectives through the use of performance indicators.  Achievement of JLARC's 
goal and strategy is assessed by evaluating the accomplishment of planned 
activities in the program areas detailed in this plan. 
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3.  RESEARCH PLAN AND PRIORITIES 
 
 

This segment of the workplan establishes the research plan for 2001.  
Specific objectives of the research plan are: 

 
•  Prepare special studies and reports as requested by the General 

Assembly or as directed by the Commission. 
 
•  Carry out evaluations of selected programs and agencies that are 

approved for study under the Evaluation Act and the Virginia 
Retirement System Oversight Act. 
 

•  Maintain legislative control of internal service funds, ensuring fund 
managers have flexibility to operate efficiently and effectively. 

 
 
Brief summaries of projects scheduled during 2001 are outlined in this 

section.  Research priorities for 2001 are as follows: 
 

PROJECTS TO BE CONCLUDED, CONTINUED, OR INITIATED DURING 2001 
 

Indigent Participation in Medical Research in Virginia’s Teaching 
Hospitals 

Review of Gubernatorial Separation Authority 
Review of the State Aid Formula for Public Libraries 
Review of Elementary and Secondary School Funding 
Spending in State Government: Interim Report 1 (Section 5) 
2001 Report to the General Assembly 
Review of Small Business Development Centers 
Spending in State Government: Interim Report 2 (Section 5) 
Review of the Equity and Efficiency of Highway Funding 
Review of the Adequacy and Effectiveness of VDOT’s Highway 

Maintenance Program 
Implementation of the Chesapeake Bay Preservation Act 
Review of Virginia’s System of Capital Punishment 
Review of Management and Funding of Health and Mental Health 

Services Provided Through Virginia’s Medicaid Program 
Review of Virginia’s Workforce Training Programs 
Review of Information Systems Development in State Government 
Ongoing Virginia Retirement System Studies (Section 4) 
Ongoing Reviews of General Fund Expenditure Forecasts (Section 5) 
Ongoing Debt Capacity Oversight (Section 6) 
Ongoing Internal Service Fund Reviews (Section 6) 
Ongoing Inmate Forecast Oversight (Section 6) 
Ongoing Review of DPB Performance Measures (Section 6) 
Periodic Reports of the Fiscal Analysis Section (Section 5) 
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Indigent Participation in Medical Research at Virginia’s Teaching Hospitals 
(Planning date for briefing:  June 2001) 
 

Under the provisions of the Legislative Program Review and 
Evaluation Act (§30-65 to §30-73), the Commission selected six topics for review 
by JLARC during its November 2000 meeting.  One topic selected was the 
review of indigent participation in medical research at Virginia’s three teaching 
hospitals.  The purpose of this study is to assess whether the teaching hospitals 
ensure adequate protection of all Virginians who participate in medical research, 
including the most vulnerable and/or indigent citizens.  In addition, due to the 
recent problem with the temporary suspension of medical research at Virginia 
Commonwealth University, the review will also examine the impact to the study 
participants, the researchers, and the university when the university does not 
meet federal standards for providing human subject protection. 
 
 
Review of Gubernatorial Separation Authority 
(Planning date for briefing: June 2001) 
 

In November 2000, JLARC approved a recommendation by the JLARC 
Topic Selection Subcommittee to examine gubernatorial authority to establish 
agency head separation packages.  Agency heads appointed by the Governor 
are not subject to the Virginia Personnel Act and are consequently ineligible for 
severance packages that are available for classified State employees.  This 
review will focus on the statutory authority of the Governor to establish 
separation packages for agency heads appointed by the Governor. 
 
 
Review of the State Aid Formula for Public Libraries 
(Planning date for briefing:  July 2001) 
 

Item 20 I of the 2000 Appropriation Act requires JLARC to conduct a 
review of the formula used to allocate State aid to local libraries to ensure that 
the formula provides an equitable distribution of aid among public libraries in 
Virginia.  The review will consider changes in the funding patterns among local 
governments, the ability of local communities to fund library services, and 
collaborative efforts among local libraries and government entities.  The review 
will also address the impact of technological changes on library services.  Finally, 
the review will examine the use of population and expenditure caps in the current 
formula and the possible use of a construction component in the State aid 
formula.  
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Review of Elementary and Secondary School Funding 
(Planning date for briefing:  August 2001) 
 

At the May 2000 meeting, JLARC directed the staff to conduct a review 
of funding for elementary and secondary schools in Virginia.  This study will 
address various issues, including local ability to pay measures, but it focuses 
upon the issue of school division practices and local expenditures that exceed 
the State’s Standards of Quality (SOQ), and SOQ costs. 

 
An interim report was briefed in December 2000.  Since that time, 

JLARC staff have worked on the collection and cleaning of data from a number of 
sources, including JLARC staff surveys of local school divisions and local 
governments.  To complete the study, JLARC staff are in the process of 
conducting substantial data analysis work (including an analysis of education 
funding trends, and correlation and regression analyses pertaining to school 
division practices and expenditures and local ability to pay).  JLARC staff will also 
need to work on the development of funding options that are based on the 
analysis for the study.  The planned briefing date for the study is August of this 
year. 
 
 
2001 Report to the General Assembly (RGA) 
(Planning date for publication:  October 2001) 

 
This report is prepared in conformance with Section 30-58.2 of the 

Code of Virginia.  The Commission is directed to prepare, at least once each 
biennium, a report to the General Assembly that includes annotations of reports 
previously issued, a summary of significant actions taken in response to reports 
and recommendations, and matters pertaining to report topics that may require 
additional legislative attention.  The 2001 RGA will emphasize JLARC studies 
completed during the previous three to four years. 
 
 
Review of Small Business Development Centers 
(Planning date for briefing:  October 2001) 
 

Senate Joint Resolution 233 of the 2000 General Assembly Session 
directs JLARC to study small business development centers (SBDCs) in Virginia 
and other locally based centers organized to assist and develop small 
businesses.  The SBDC program was created by the federal government in 1980 
as a partnership between the educational community, private sector, and federal, 
state, and local governments to assist and develop small businesses through 
one-on-one counseling and group training sessions.  Virginia established its 
SBDC program in 1990, and currently has a lead center at the Department of 
Business Assistance and 30 local centers located throughout the 
Commonwealth.  The resolution specifically directs JLARC to review:  the 
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policies and procedures governing the formation of SBDCs; the existing 
procedures and criteria for such centers to receive State and federal funding from 
the Department of Business Assistance; and the appropriate degree of control 
over the operations and personnel decisions of local centers by the department.   
 
 
Review of the Equity and Efficiency of Highway Funding 
(Planning date for briefing:  November 2001) 
 

In November 2000, the Commission directed staff to conduct a study of 
the equity of funding for highway construction and maintenance.  The current 
highway allocation formulas have been in place since 1985.  This review will 
examine whether the allocation of highway funding among highway systems and 
localities is equitable, efficient, and consistent with current and anticipated needs 
on Virginia’s highway system.  In addition, the study will assess whether the 
allocation of funding between highway maintenance and construction is 
consistent with Virginia’s highway needs.            
 
 
Review of the Adequacy and Effectiveness of VDOT’s Highway 
Maintenance Program 
(Planning date for briefing:  November 2001) 
 

In November 2000, the Commission directed staff to review VDOT’s 
highway maintenance program.  VDOT currently maintains more than 56,000 
miles of interstate, primary, and secondary roads and is also responsible for 
almost 12,000 bridges, six tunnels, two toll roads, and several other facilities.  
The department also administers the State funds provided to the cities, certain 
towns, and the counties of Arlington and Henrico for the maintenance of roads 
not in the State system.  The review will focus on VDOT’s ability to adequately 
meet the maintenance and operations needs of the highways, bridges, tunnels, 
and other facilities, in addition to the maintenance of city and county streets not 
currently maintained by the department.  The review will also evaluate the current 
mix of State work force and contractor performed maintenance as well as the use 
of asset management approaches for highway maintenance. 
 
 
Implementation of the Chesapeake Bay Preservation Act 
(Planning date for briefing:  Interim report, November 2001) 
(Planning date for briefing:  Final report, October 2002) 
 

House Joint Resolution No. 622 from the 2001 General Assembly 
requests that JLARC develop a report on the implementation of the Chesapeake 
Bay Preservation Act (CBPA).  The study mandate indicates that the study 
should include:  “(i) an examination of the methodologies and the practices used 
by the Board [the Chesapeake Bay Local Assistance Board] in assessing local 
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compliance and in exercising its enforcement authority; (ii) a performance audit 
of local implementation and local enforcement of ordinances and practices 
adopted to comply with the Act…; (iii) a review of the frequency, consistency, and 
rationales for local exceptions, variances, or similar decisions; and (iv) an 
assessment of the current resources, both personnel and financial, necessary for 
state and local implementation and enforcement of the Act, its regulations, and 
its local programs”. 

 
The House Joint Resolution requests that JLARC prepare an interim 

report by November 30, 2001, and requests a final report by October 20, 2002.  
The resolution also requests that the Chesapeake Bay Local Assistance 
Department (CBLAD) submit to JLARC staff, by October 20, 2001, its 
assessment of issues that surround the possible extension of the CBPA to 
localities outside of Tidewater Virginia.  This CBLAD assessment will be included 
in the JLARC interim report. 
 
 
Review of Virginia’s System of Capital Punishment 
(Planning date for briefing:  December 2001) 
 

Based on provisions in the Legislative Program Review and Evaluation 
Act, the Commission directed its staff to examine the implementation of the 
State’s capital punishment statutes.  This study will focus on two major issues:  
(1) how prosecutors use their discretion when deciding whether persons who are 
charged with crimes that qualify as capital murder will face the death penalty; and 
(2) whether Virginia’s judicial review process is too restrictive in considering the 
appeals of persons who have been condemned to die. 

 
 

Management and Funding of Health and Mental Health Services Provided 
through Virginia’s Medicaid Program 
(Planning date for briefing:  2002)   

 
Senate Joint Resolution 441 of the 2001 General Assembly Session 

directed JLARC to evaluate the management and funding of health and mental 
health services provided through the Department of Medical Assistance Services 
(DMAS).  The study will examine, among other things:  (1) the appropriate role 
and mission of DMAS relative to indigent health care policy for the 
Commonwealth; (2) how the leadership and decision-making processes and the 
internal and external communications impact the development, management, 
and utilization of health and mental health services; (3) the adequacy of current 
resources (staff and technology) to develop and manage health and mental 
health services; (4) the adequacy and appropriate use of federal and State funds 
for services; and (5) a comparison of Virginia’s provision of Medicaid-funded 
health and mental health services, such as child health, long-term care services 
and waivers, and mental health services, with other states.   
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Review of Virginia’s Workforce Training Programs 
(Planning date for briefing:  unscheduled) 
 

In November 2000, the Commission directed JLARC staff to examine 
the number of workforce training services in the State, and whether the State is 
diluting its training efforts by dispersion of providers.  This issue could be 
addressed by identifying and evaluating the types of workforce training services 
provided by the State, and whether streamlining or consolidating these services 
would result in increased efficiency and effectiveness.  This project has not been 
assigned to a project team and work will likely not begin until late 2001. 
 
 
Review of Information Systems Development in State Government 
(Planning date for briefing:  unscheduled) 
 

In November 2000, the Commission directed staff to complete a review 
of the development of automated systems by State agencies.  Recent failures of 
several major systems development projects prompted concerns about the 
current processes used by agencies to procure and develop these major 
automated systems.  This study will examine the systems development 
approaches used by agencies, availability of resources to support development 
efforts, oversight and accountability for systems development in agencies, and 
the identification and use of best practices.  The study will include a review of the 
use of private contractors for systems development projects. 
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SUMMARY 

 
PLANNED 2001 JLARC PROJECT SCHEDULE 

 
 Tentative 2001 
 Commission 

Project Briefing Date 
  

2001 JLARC Workplan May 
2001 Auditor of Public Accounts Workplan May 
Impact of 2000 JLARC Studies Report May 
Indigent Participation in Medical Research in Virginia’s 

Teaching Hospitals 
June 

Internal Service Funds Requests June 
Review of Gubernatorial Separation Authority June 
Review of State Aid Formula for Public Libraries July 
Virginia  Retirement System Oversight Report July 
Review of Elementary and Secondary School Funding  August 
Spending in State Government: Interim Report 1 September 
2001 Report to the General Assembly 
Spending in State Government:  Interim Report 2 

October 
October 

Review of Small Business Development Centers 
Review of the Equity and Efficiency of Highway Funding 
Review of the Adequacy and Effectiveness of VDOT’s 

Highway Maintenance Program 

October 
November 
November 

Implementation of the Chesapeake Bay Preservation Act 
(Interim) 

Review of Virginia’s System of Capital Punishment 

November 
 

December 
Management and Funding of Health and Mental Health 

Services Provided Through Virginia’s Medicaid Program 
 

   Unscheduled 
Review of Virginia’s Workforce Training Programs Unscheduled 
Review of Information Systems Development in State 

Government 
Unscheduled 

  
Virginia Retirement System – Statutory Oversight Ongoing 
Reviews of General Fund Expenditure Forecasts Ongoing 
Internal Service Fund Reviews Ongoing 
Debt Capacity Oversight Ongoing 
Inmate Forecast Oversight Ongoing 
Review of DPB Performance Measures Ongoing 
Reports of the Fiscal Analysis Section Ongoing 
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4.  VIRGINIA RETIREMENT SYSTEM OVERSIGHT 
 
 

JLARC’s oversight function for the Virginia Retirement System (VRS) 
is authorized by the Virginia Retirement System Oversight Act of 1994 (§§ 30-78 
through 30-84 of the Code of Virginia).  The Act directs JLARC to oversee and 
evaluate the Virginia Retirement System on a continuing basis and as directed by 
the General Assembly. 

 
The objectives of retirement system oversight are: 

 
•  Provide timely, accurate information about the retirement system to 

the General Assembly. 
 

•  Assess the appropriateness of the structure of governance for the 
retirement system and recommend modifications to the structure as 
necessary. 

 
•  Evaluate, on a periodic basis, the soundness of the retirement 

system trust funds. 
 

•  Evaluate the performance of the VRS investment program and 
report to the General Assembly on any significant changes in the 
investment program. 

 
•  Evaluate the efficiency and effectiveness of VRS administration and 

operations. 
 

To implement the retirement system oversight function, the following 
research activities are planned for 2001. 

 
 

CONTINUING OVERSIGHT ACTIVITIES 
 
 

Review VRS Proposal for Teacher Retirement Allowance 
(Planning date for briefing:  June 2001) 
 

HB 252, HB 1589, and SB 954 direct the Commission to jointly 
determine with VRS the period of time required for teachers to be retired prior to 
being rehired in certain critical positions.  Staff will work with the actuary to 
review the VRS proposal. 
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Attend Monthly Meetings of the Board of Trustees and Committees 
(Ongoing) 
 

JLARC staff will continue to attend the monthly meetings of the VRS 
Board of Trustees and the Investment Advisory Committee.  Staff may also 
periodically attend meetings of the following committees of the VRS Board of 
Trustees:  administration and personnel, benefits and actuarial, and audit. 

 
 

Semi-Annual Investment Report 
(Planning date for briefings:  Summer 2001 and Winter 2001) 
 

JLARC staff will continue to monitor and review the VRS investment 
program.  The focus of the review will remain on investment policy and asset 
allocation, as well as investment performance and risk management.  JLARC 
staff will obtain detailed information concerning these areas through regular 
attendance at meetings of the VRS Investment Advisory Committee and the VRS 
Board of Trustees, structured interviews with VRS investment staff, reviews of 
VRS documents, reviews of documents of other public employee retirement 
systems, and analysis of secondary sources of investment data. 
 
 
Quadrennial Actuarial Review 
(Planning date for briefing and publication:  July 2001) 
 

Section 30-81 of the Code of Virginia requires JLARC to hire an 
actuary to produce an actuarial report once every four years.  The actuarial 
review evaluates VRS actuarial assumptions, investment earning experience, 
payroll growth assumptions, and funding levels for pension and life insurance 
programs.  William M. Mercer, Inc. was retained through competitive 
procurement to complete the actuarial review for 2001. 
 
 
Revision of the Legislator’s Guide to the Virginia Retirement System 
(Planning date for revision:  December 2001) 
 

The Retirement Oversight Act requires JLARC to publish a Legislator’s 
Guide to the retirement system.  The Guide, last revised in 1999, will be updated 
during 2001 with the assistance of the staff of the Virginia Retirement System.  
The document will be revised to reflect changes in benefit programs since 
publication of the second edition. 
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Biennial Status Report 
(Planning date for publication:  Fall 2001) 
 

Section 30-81 of the Code of Virginia also requires JLARC to prepare a 
biennial status report on issues related to VRS.  Issues for this year’s report will 
include recent changes in benefit programs and investment policy.  The status 
report will be completed in the Fall of 2001. 



 20 



 21 

5.  FISCAL ANALYSIS SECTION 
 
 

The Fiscal Analysis Section (FAS) was established in 1999 to assist 
with legislative fiscal impact analysis and to conduct oversight of the executive 
branch expenditure forecasting process.  The Section consists of a section 
manager, a fiscal analyst, and a fiscal economist.  Additional JLARC staff may 
provide support as needed.   
 

During the General Assembly Session, the section focuses on 
reviewing executive branch fiscal impact statements that are referred to JLARC 
by committee chairmen and co-chairmen.  The results of the staff reviews are 
published in Fiscal Impact Review reports.  During the first two legislative 
sessions, the FAS produced 28 Fiscal Impact Reviews.  In addition to reviewing 
fiscal impact statements, the FAS is available to respond to ad hoc requests by 
General Assembly members and other legislative staff, as determined by the 
JLARC Chairman or Director.    
 

Throughout the remainder of the year, the section provides oversight of 
the forecasts that are key to major State programs, including Medicaid, 
corrections, primary and secondary education, and higher education.  The 
section has also been assigned responsibility for conducting the annual review of 
State budget growth, required under HB 2865 from the 2001 General Assembly 
(now §30-58.3 of the Code of Virginia).  Staff may also provide support to other 
JLARC projects and reviews.  
 
 
Goals and Objectives 
 

Among the goals and objectives of the FAS is to ensure that the 
General Assembly has reliable technical support in the areas of legislative fiscal 
analysis and expenditure forecasting in order to make informed public policy 
decisions.  Other goals and objectives include the following: 
 

•  Conduct timely reviews of the fiscal effects of legislation upon 
request of committee chairmen and co-chairmen. 

 
•  Evaluate the performance of key executive branch forecasts and 

their relationship to the Commonwealth’s biennial budget, and 
provide information about these forecasts to the General Assembly.  

 
•  Conduct annual assessments of State expenditure growth, as 

required by HB 2865 from the 2001 General Assembly. 
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•  Assess the use of performance measurement, performance 
budgeting, and the use of State funds by private organizations, as 
required by HJR 773. 

 
To achieve its goals and objectives, the Fiscal Analysis Section will 

complete the following activities in 2001: 
 
 
Review of State Spending Growth  
(Planning date for Interim Reports:  September and October 2001) 
 

The JLARC Fiscal Analysis Section (FAS) will conduct a review of 
State spending, called for by the 2001 General Assembly in HB 2865 and HJR 
773.  The study will examine the causes of expenditure growth since FY 1981, 
identifying the largest and fastest growing programs and comparing the growth to 
indicators of economic activity (such as inflation) and other factors.  The study 
will also identify the potential for consolidating State programs, the use of 
performance measures and performance budgeting, and the expenditure of State 
funds by private organizations.   
 
 
Monitoring Expenditure Forecasts 
(Ongoing) 
 

In 2000, the Fiscal Analysis Section presented the Commission with an 
overview of the forecasting methods and procedures used in developing four 
major “budget driver” forecasts.  These four included elementary and secondary 
education average daily membership (school attendance), higher education 
enrollment projections, Medicaid expenditures, and the State-responsible felon 
population.  The review found that three of the four forecasts are strongly linked 
to the State budget (the exception was higher education), and that the four 
forecasts used to prepare the FY 1999 budget were relatively accurate.  An 
update will be prepared for the Commission in the Fall of 2001.    
 
 
Refine the Fiscal Impact Review Process 
(Planning date for completion:  Prior to 2002 legislative session) 
 

The 2001 General Assembly was the second Session in which the 
Fiscal Analysis Section provided fiscal impact support to the legislature.  While 
session activities were considered a success, the FAS has identified several 
aspects of the review process that can be improved.  These process 
improvements will be an ongoing responsibility of the section, in a continual effort 
to provide accurate and timely information to the General Assembly.  
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Support to Other JLARC Projects 
(Ongoing) 
 

Throughout 2001, the FAS will provide support to a variety of JLARC 
projects and reviews.  In particular, the FAS will provide support to JLARC’s 
review of the Standards of Quality (SOQ).  FAS staff will also provide support to 
other projects and to the Research Methods Section on an as-needed basis.   
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6.  INTERNAL SERVICE FUNDS AND OTHER 
ONGOING OVERSIGHT ACTIVITIES 

 
 
Internal Service Funds 
 

Internal service funds are monitored by JLARC on a continuing basis.  
The Commission reviews the status of fund accounts and evaluates requests to 
change the nature and scope of the services provided or the customers served.  
The Commission also approves in advance the rates employed by fund 
managers for billing customer agencies.  Eleven internal service funds are now 
monitored by JLARC: 
 

1. The Virginia Distribution Center (Department of General Services) 
stores and distributes various goods such as canned foods, 
paints, paper products, and cleaning supplies to State agencies, 
local governments, and school divisions. 

 
2. The Office of Graphic Communications (Department of General 

Services) provides graphic design, layout, photography, and 
typesetting services to State agencies. 

 
3. The Maintenance and Repair Program (Department of General 

Services) implements the rental plan or special maintenance 
agreements between DGS and entities whose office space is 
located at the seat of government. 

 
4. The State Surplus Property Operation (Department of General 

Services) manages and disposes of surplus property for State 
agencies and institutions. 

 
5. The Federal Surplus Property Operation (Department of General 

Services) acquires and distributes federal surplus property. 
 

6. The Consolidated Laboratory Services (Department of General 
Services) account for laboratory analyses provided for the 
Department of Environmental Quality and the Department of 
Agriculture and Consumer Services; for the testing of motor fuels 
for the Virginia Department of Transportation; and the testing of 
drinking water samples for public water works. 

 
7. The Real Property Program (Department of General Services) 

manages transactions involving the sale of State-owned real 
property. 
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8. The Division of Fleet Management (Department of General 
Services) operates the State's car pool and manages the fleet of 
passenger vehicles. 

 
9. The Computer Services Division (Department of Information 

Technology) provides data processing services to State agencies. 
 

10. The Systems Development Section (Department of Information 
Technology) provides automated systems design, development, 
and maintenance services to State agencies. 

 
11. The Telecommunications Division (Department of Information 

Technology) provides telephone and data transmission services 
to State agencies. 

 
 

During 2001, the Commission will consider and act on rate changes 
requested by the internal service fund managers. 
 
 
Inmate Forecast Technical Committee 
 

Legislation passed during the 1995 Session (HB 2584) requires the 
development of a prison population forecast based on a consensus forecasting 
process.  The Act provides for the establishment of a technical forecast group 
comprised of representatives from the Department of Corrections, the 
Department of Criminal Justice Services, the Virginia Criminal Sentencing 
Commission, the Joint Legislative Audit and Review Commission, and such 
experts as shall be appointed by the Secretary of Public Safety from the fields of 
criminal justice, population forecasting, or other appropriate field of study as may 
be deemed necessary.  The Secretary of Public Safety acts as chairman of the 
technical advisory group.  The staff methodologist represents JLARC in 
reviewing the development of forecast methodologies and alternative forecasts of 
the State’s prison and jail populations. 

 
 

Debt Capacity Advisory Committee 
 

The JLARC Director is a member of the Debt Capacity Advisory 
Committee created by the 1994 General Assembly.  The Committee is required 
to review the size and condition of the Commonwealth’s tax-supported debt and 
submit to the Governor and General Assembly an estimate of the maximum 
amount of new tax-supported debt that prudently may be authorized for the next 
biennium.  If necessary, the Director submits an informational memorandum to 
the chairs of the money committees. 
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Review of Performance Measures 
 

Since 1990, the Department of Planning and Budget (DPB) has been 
developing performance measures for use by Virginia State agencies.  The 
General Assembly has encouraged this effort since the 1992 Appropriation Act 
mandated a pilot performance measures program.  DPB has submitted draft 
measures to JLARC staff for review and comment.  The 2000 Appropriation Act 
provides that JLARC review and comment on DPB’s development of 
performance measures.  HJR 773 of the 2001 Session also requires that JLARC 
assess the use of performance budgeting, measurement, and program 
evaluation in legislative budgeting.  

 
 

DSS Local Information Technology Planning Committee 
 

Item 379 B1 of the 2000 Appropriation Act continues a Local 
Information Technology Planning Committee to provide oversight of automated 
systems at the Department of Social Services.  JLARC is designated as one of 
five State agencies with membership on the committee, along with five local 
social service agencies.  The chief of one of JLARC’s research divisions serves 
as the JLARC member of the committee.  The committee meets monthly. 
 
 
Juvenile Sentencing Study Advisory Committee 
 

The Virginia Criminal Sentencing Commission in 1997 established an 
advisory committee on the issue of juvenile sentencing.  The role of the advisory 
committee is to design and create a database of sentenced juveniles that can be 
used in analyzing issues such as recidivism and sentencing practices.  The team 
leader of JLARC’s study series on juvenile justice issues was appointed to serve 
on the Juvenile Sentencing Study Advisory Committee. 
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7.  DIVISION MANAGEMENT PROGRAM 
 
 

Research projects are usually assigned to one of two research 
divisions, each headed by a division chief.  Normally, one or more projects will 
also be assigned to the deputy director, who will carry out the functions of a 
division chief for those projects.  The purpose of division management is to 
ensure quality products by supporting and monitoring the research and reporting 
activities of project teams.  Division chiefs are responsible for maintaining 
organizational standards, adherence to deadlines, effective communication, and 
overall coordination of specific research tasks for each project assigned to the 
division.  Major division chief activities include providing conceptual and research 
support, evaluating personnel, reviewing products, coordinating organizational 
resources, substantively editing reports, and carrying out project research and 
leadership roles when necessary. 
 

The division chiefs accomplish overall goals through a series of 
objectives and work activities. 
 
 
Goals and Objectives 
 

•  Produce high-quality reports that meet legislative needs for 
information. 

 
•  Promote the development of highly skilled and productive research 

teams. 
 
•  Manage projects to achieve reasonable consistency with work 

plans, deadlines, and staff resources. 
 
•  Support staff development through clearly established objectives, 

performance evaluation, and training. 
 
•  Provide input to the Director on broad organizational issues, and 

participate in organizational planning. 
 
•  Promote clear and accurate communication throughout JLARC for 

project and personnel management purposes. 
 
•  Serve as an effective liaison with legislative committees and 

subcommittees formed under the Legislative Program Review and 
Evaluation Act or established for specific projects. 
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•  Provide support to research teams on identifying issues and 
developing project scope and research workplans. 

 
•  Develop and implement a framework for periodic monitoring of 

team products, processes, and documentation. 
 
•  Ensure that teams appropriately secure organizational support in 

research methods, data processing, and report production. 
 
•  Advise teams on effective written and oral presentation of research 

findings and conclusions. 
 
•  Edit reports and briefings, as needed, for substance and style to 

ensure accurate, clear, and appropriate presentation to various 
audiences. 

 
•  Ensure that legislative committees receive appropriate information 

and logistical support. 
 
•  As necessary, provide project leadership in lieu of team leaders 

who depart or are otherwise unable to successfully bring a project 
to closure. 

 
 
Work Activities 
 

Coordination and management of assigned research staff and projects 
are the fundamental activities of the divisions.  The division chiefs advise their 
respective teams and monitor products throughout the research and report 
development process.  They also participate in organizational planning, extended 
project reviews, staff development, and project follow-up activities. 
 

Project Management.  Each division chief meets regularly with team 
leaders and team members for purposes that include concept development, 
assessment of research and reporting processes and products, and status 
monitoring.  Projects are periodically discussed with the Director. 
 

Extended Review.  The extended review process subjects major 
research products to the rigorous scrutiny of the Director, deputy director, both 
division chiefs, the staff methodologist, and the publications analyst.  The reviews 
routinely occur at four stages of the research process:  (1) pre-scope, (2) scope, 
(3) workplan, and (4) pre-exposure.  At each stage, products are examined for 
sufficiency of evidence, soundness of conceptualization and recommendations, 
and clarity of presentation. 
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Staff Development.  Division chiefs participate in the performance 
appraisal of professional staff.  They also provide formal and informal training 
and technical assistance, as needed, in aspects of project management, team 
building, research, and reporting. 
 

Legislative Liaison.  Division chiefs provide coordination among 
related projects and serve as a point-of-contact for legislative committees 
involved with a functional area.  As necessary, they facilitate arrangements, 
transfer information, and perform follow-up activities. 
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8.  RESEARCH METHODS 
 
 
 The Research Methods Section supports teams in developing and 
carrying out sophisticated evaluations of State programs and agencies.  The 
section members consult with project teams concerning individual project needs 
and train staff members in the use of research techniques. 
 
 The 2001 program establishes the objectives and activities for the 
coming year. 
 
 
Goals and Objectives 
 

•  Support the conceptualization, design, and implementation of 
research methods and techniques that produce rigorous and valid 
results for the General Assembly. 

 
•  Develop and implement training activities to enhance staff 

members’ capability to conduct applied research. 
 

•  Provide timely advice to team members on research design, 
statistical methods, and data processing techniques to be used in 
the research process. 

 
•  Develop processes for providing technical assistance and 

consultation on JLARC studies. 
 

•  Provide technical assistance to the Fiscal Analysis Section. 
 
 
Work Activities  
 
 The research methods section actively participates in team-based 
projects, training, and special projects. 
 
 Team Support.  The staff methodologist consults with project teams 
on a day-to-day basis by exploring alternative conceptualizations and designs for 
studies as well as assisting in implementation of the designs.  In 2001, the staff 
methodologist will also provide a supporting role on the study of funding 
elementary and secondary education. 
 
 Training.  Training offers an opportunity to enhance the capability of 
analysts to conduct research.  The staff methodologist assesses the need for 
methods training and works with the deputy director to develop appropriate 
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courses.  Training activities can take several forms, including multiple-session 
training courses, workshops, individual tutorials, and informal discussion 
sessions. 
 
 Extended Review.  The staff methodologist serves as a member of 
the extended review team.  In addition to a general review of team projects, the 
staff methodologist has a special responsibility for assessing the sufficiency of 
methods and analysis.  The methodologist also verifies major analytic findings of 
reports. 
 
 Research Guide.  The staff methodologist works with the deputy 
director to update the JLARC Research Guide.  The Research Guide is an 
evolving reference that is intended to operationally define, formalize, and 
enhance research activities at JLARC. 
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9.  INFORMATION SYSTEMS SUPPORT 
 
 

Information systems support is provided by a number of resources 
within JLARC to assist teams in developing and carrying out increasingly more 
sophisticated analyses of State programs.  Support activities have included 
consulting with project teams concerning individual project needs as well as 
training staff members in the use of computers.  Information systems support 
also makes JLARC research products available to the public through 
maintenance of a World Wide Web site (http://jlarc.state.va.us) on the Internet 
and publication of a CD-ROM.  Currently, most in-house information systems 
support is provided by the Computer Resources Manager and the publications 
analyst.  Other staff also support this function. 
 
 
Goals and Objectives 
 

•  Provide timely advice to team members on information processing 
techniques to be used in the research process. 

 
•  Provide technical assistance and consultation. 
 
•  Enhance the capacity for efficient use of all available information 

processing resources, including personal computers. 
 
•  Expand the availability and accessibility of computer resources 

used by the research staff. 
 
•  Provide JLARC research products to the public on the World Wide 

Web site and through publication of a CD-ROM. 
 
 

Maintenance of the World Wide Web site involves updating 
publications lists, adding new reports for downloading, and ensuring that other 
information is accurate. 

 
In 2000, staff members began an information management initiative.  

The goal of the initiative is to enhance internal technology resources to support 
and facilitate research activities.  The main area on which the initiative will focus 
its efforts this year is building a centralized electronic library that will include 
training materials, internal databases, administrative materials, and Internet links 
for research, external databases, and news related sources.  The initiative will be 
responsible for gathering library resources, but also in some cases creating 
them.  Initiative activities completed to date include development of a guide to 
conduct surveys using Excel, development of training materials for programming 
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in SAS, and recommendations for enhancing the JLARC web site.  The long-term 
goal is for this library of resources to be launched as an intranet; in the interim 
the resources will be available to staff on the JLARC server.  

 
Special activities for 2001 include implementation of a redesigned web 

site with full search capability.  The primary purpose of the redesign will be to 
simplify navigation for users and to reduce maintenance requirements for JLARC 
staff.  Staff will continue to publish new volumes of the JLARC report CD-ROM 
as additional publications are completed. 
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10.  PUBLICATIONS AND GRAPHICS PROGRAM 
 
 

The purpose of the publications and graphics section is to assist teams 
in the development of research reports and briefings, and to produce high-quality 
publications for use by the Legislature and executive agencies. The section 
manager and a part-time assistant carry out the responsibilities of this program 
area. 
 

The section manager serves on the extended review team, supervises 
the publications assistant, provides appropriate staff consultation in report writing 
and editing, assists team members in conceiving and developing appropriate 
graphic materials for projects, creates final graphics as necessary, oversees the 
preparation of camera-ready copy, oversees contract printing, maintains the 
section's desktop publishing and presentation hardware and software, 
coordinates and finalizes briefing presentations, designs special publications, 
responds to the audiovisual needs of the staff, coordinates use of the agency’s 
graphic information system, serves as editor for the VRS Oversight Report and 
the Legislators’ Guide to the Virginia Retirement System, and serves as project 
leader for the Commission’s biennial Report to the General Assembly (RGA).  

 
The publications assistant executes selected graphics for drafts and 

camera-ready copy, lays out and finalizes reports for publication, produces 
presentation materials as needed, provides content for JLARC’s web site in the 
required formats, and works on special projects as assigned. 
 

The publication program realizes its overall goals within JLARC 
through a series of objectives and work activities. 
 
 
Goals and Objectives 
 

•  Produce high-quality JLARC publications on a timely basis at a 
reasonable cost. 

 
•  Create high-quality informational graphics to enhance the 

communication of research findings in reports and briefings. 
 
•  Serve as a staff resource in the area of audio-visuals, including  

photography, sound and video recording, presentation technology, 
graphic information systems, and general communications. 

 
•  Work in a consultative capacity with team members, team leaders, 

and division chiefs on matters relating to the formatting, writing, 
editing, and use of graphics in research projects. 
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•  Through self-training and systems development activities, maintain  

in-house, state-of-the-art desktop publishing and presentation 
systems to meet the organization's publications, presentation, and 
graphics needs. 

 
•  Contribute to the development of publishable research reports by 

participating in each report's extended organizational review 
(section manager only). 

 
•  Develop training programs such as workshops, written guides, and 

tutorials to increase the staff's skills in writing, presentations, 
computer software, and graphics. 

 
•  Continue to explore audio-visual and computer resources available 

for JLARC’s use and their application in furthering training, 
professional development, graphics, presentation techniques, 
report production, and other appropriate areas. 

 
•  Take a lead role in special projects as required by the Director, 

including ongoing follow-up activities related to the biennial Report 
to the General Assembly (next edition due in October 2001). 

 
 
Work Activities 
 

Report production is the base of the publications section's 
responsibility.  The section meets all of JLARC's needs for graphics and prepares 
all reports for printing.  A variety of other activities related to JLARC's reporting 
responsibilities are also carried out by the publications section. 
 

Report Production.  The publications section prepares all reports for 
printing as organizational products.  The process is comprised of four main 
phases: 
 

1. Graphic and editorial consultation.  From the time the project is 
assigned until the report goes into extended review, the research 
team works directly with the publications section on the preparation 
of graphics for report drafts and the briefing.  Team leaders may 
also consult with the section manager concerning matters of 
composition, format, and editing. 

 
2. Extended review.  The section manager participates in every 

report's extended review process to raise concerns about 
organization, tone, format, effectiveness of the writing, general 
content, and graphics. 
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3. Editing.  The publications edit of a report manuscript usually 

commences with the project team's completion of an exposure 
draft.  The draft is reviewed for grammar, coherence, format, clarity 
of content, and stylistic consistency.  Consultations are arranged as 
necessary with the project team members. 

 
4. Preparation for printing.  After the team has received the agency 

responses and made necessary changes to the report, it is given a 
final review by the section manager.  The graphics are finalized, the 
text is transferred from word-processing to JLARC's computerized 
desktop publishing system, and final format decisions are made.  
The manuscript is then made camera-ready for printing, reviewed 
by the team leader and division chief, and approved by the Director.  
The section manager coordinates with the Division of Legislative 
Automated Systems and the printer under State contract. 

 
 

Other Products and Responsibilities.  Besides producing final 
reports, the publications section prepares other final informational products for 
the organization. 
 

1. Briefing packages.  Commission briefings in Senate Room A use a 
state-of-the-art digital projection system.  The section manager 
maintains and applies this technology according to the agency’s 
needs, as well as providing training to analysts on its use. 

 
2.  VRS Oversight Materials.  JLARC’s VRS oversight activities include 

regular publication of an oversight report, an informational guide for 
legislators, and other materials.  The publications section works 
with the VRS oversight analyst in the production of these materials. 
 

3.  General Communications.  The publications section frequently 
participates in the review and preparation of agency 
correspondence, award submissions, surveys, informational 
briefings about the agency, internal forms and documents, signage, 
etc. 

 
 

Publication Training Activities.  The section manager, in 
consultation with the Director and deputy director, designs training activities to 
impart knowledge and improve skills of JLARC staff.  Private writing tutorials are 
also arranged upon request.  Training areas may include informational graphics, 
report development, presentation software, and graphic information systems.  
This year, the section will update and expand JLARC’s writing style manual. 
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Special Priorities for 2001.  This year, the section manager will give 
highest priority to three products: 

 
•  2001 Report to the General Assembly 

 
•  2001 update to the Legislator’s Guide to the Virginia Retirement 

System 
 
•  2001 update to the in-house Writing Style Guide. 
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11.  BUSINESS MANAGEMENT AND OFFICE SERVICES 
PROGRAM 

 
 

The business management and office services section is responsible 
for the administrative and word processing functions of the office.  It is under the 
general supervision of the deputy director.  The business management function 
includes budgeting, fiscal, personnel and human resource activities, along with 
general administrative management of the office.  The Manager of Fiscal and 
Administrative Services (Business Manager) oversees the daily operations of the 
section.   
 

Specific goals, objectives, and work activities for the business 
management and office services section are outlined below. 
 
 
Goals and Objectives 

 
•  Provide a responsive service function for the office’s research 

mission. 
 
•  Execute the budget plan and monitor expenses and receipts for 

compliance.  Monitor and control expenditures for the current year 
for appropriateness, accuracy, and timely processing. 

 
•  Administer the payroll, oversee the timely completion of 

evaluations, monitor various payroll deductions, and activate salary 
adjustments. 

 
•  Conduct all administrative preparation and follow-up for 

Commission meetings, including polling of members, duplicating 
and organizing documents, and drafting meeting minutes. 

 
•  Monitor and manage employee leave balances through the time 

allocation system. 
 
•  Monitor and control fixed assets and inventory. 

 
•  Coordinate human resources and personnel services for the office. 
 
•  Administer employee benefit programs and assist staff in their 

efforts to access current information. 
 
•  Maintain the JLARC Administrative Manual and inform staff of 

policy and procedural changes or developments. 
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•  Carry out responsibilities as outlined in the records management 

policies and procedures, including maintenance of agency archives. 
 
•  Ensure that the research staff is provided with accurate and timely 

word processing and data entry support. 
 
•  Coordinate travel arrangements for research teams in the conduct 

of fieldwork. 
 
•  Assist in preparation for and orientation of new staff members. 
 
•  Organize legislative tracking activities. 
 
•  Coordinate parking for agency staff. 
 
•  Provide opportunities for the support staff to receive training and 

enhance their capabilities. 
 
• Integrate office logistics and office activities. 
 
 

Work Activities 
 
Budgeting.  Budgeting activities include establishing and monitoring 

the budget plan, and processing and controlling expenditures.  The current 
budget year's expenditures will be monitored and controlled to ensure that 
prompt payment, reporting, and other established guidelines are met.  
Appropriate budget worksheets will be prepared to ensure expenditures are 
maintained within the budget limits. 
 

Payroll/Personnel.  Required reconciliations will be completed and 
leave balances will be monitored to ensure accurate payment to employees and 
proper withholding.  The preparation of personnel evaluations will be monitored 
to ensure timely completion and processing. 
 

Benefits.  Many changes have evolved over the past several years 
with regard to employee benefits, particularly in the area of health care.  In order 
to keep abreast of health care issues and to provide staff with accurate and 
current information, the section manager will continue to attend benefit 
administrator meetings.  In addition, the section manager will provide information 
to and assist employees with flexible reimbursement accounts, optional life 
insurance, deferred compensation, and retirement benefits.  Throughout the 
year, the section manager will also assist employees with updating or changing 
their health care memberships or plans when qualifying conditions occur.  In 
addition, major changes to and increased options in State employee health 
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benefits will become effective July 1, 2001.  As benefits continue to change and 
evolve, the section manager will strive to distribute accurate and timely 
information as well as address staff questions.     

 
Records Management.  The records manager, with the assistance of 

the administrative section, will carry out the responsibilities as outlined in the 
records management policy. 
 

Administrative Manual.  The manager will distribute revisions on an 
ongoing basis.  Last year, the computer resources manager, along with the 
business manager, converted the manual to a pdf format.  By automating the 
administrative manual, labor and other costs associated with producing hard 
copies have been reduced.  In addition, automation has provided staff with 
convenient desktop access to the manual.  By placing the Administrative Manual 
in a pdf format and on the desktop, staff can easily access links to web sites 
containing additional benefits information and other State and federal policies.  
Finally, the manual can be more easily updated to reflect changes in State 
policies and procedures.     
 

Document Processing.  There will be continued involvement with the 
research staff to promote a steady workflow of material through word processing 
and data entry assistance.   

 
Phone/Receptionist Services.  The section will provide quality phone 

and receptionist coverage.  A comprehensive schedule of phone/receptionist 
coverage will be prepared on a monthly basis. 

 
Special Activities During 2001.  In the late spring or early summer, 

the section will offer training to staff on the State’s records management policies 
and procedures as well as JLARC’s own internal policies.  Due to the changes 
taking place in the State’s employee health benefits program, the section also 
plans to offer a presentation to staff highlighting both the rule changes in the 
program as well as the new and existing health care options available to them.  

 
This year the section plans to begin a comprehensive automation 

initiative.  To the extent possible, the administrative section plans to use web 
technology to increase access to information concerning State benefit programs 
and other State policies and procedures.  In addition, the section will look at 
reducing the submission of “hard copy” forms.  Instead, the section plans to use 
electronic means wherever feasible for the storage and transfer of data and 
information.    
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12.  TRAINING AND DEVELOPMENT PROGRAM 
 
 

Work activities and project assignments in the training and 
development program are concerned with staff training and professional 
development.  Personal professional development is largely the responsibility of 
the individual.  Each staff member, in conjunction with his or her supervisor, 
should assess personal strengths and weaknesses.  Action should be taken to 
build on strengths and address weaknesses.  The individual can pursue self-
directed study (such as a reading program or computer tutorials), training, 
university courses, or other options.  The training program is coordinated by the 
deputy director.  The program has multiple goals and objectives. 
 
 
Goals and Objectives 
 

•  Maintain an organizational training program that promotes the 
accomplishment of agency missions and goals. 

 
•  Orient new staff to JLARC processes and procedures. 
 
•  Provide staff with greater opportunity to grow and succeed within 

JLARC. 
 
•  Strengthen JLARC's approach to organizational and team 

management. 
 
•  Provide staff members with appropriate training and education to 

improve their work performance and to enhance their capacity for 
greater responsibility. 

 
•  Provide staff with training on presentational skills and techniques. 

 
 
Training Program 
 

Staff training activities are designed to improve job performance.  Job 
performance can be enhanced through meaningful learning experiences that 
impart knowledge, improve skills, or change attitudes. 
 

Needs Assessment.  An ongoing assessment of training needs will be 
conducted for the research and administrative staffs.  This assessment will be 
routinely addressed in leadership planning meetings.  This assessment may 
include: consideration of staff requests for training, review of education and 
training courses already taken by staff, and review of performance reports.  
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Training Activities.  Based on organizational and individual needs, a 

training program is designed and implemented annually.  This program contains 
appropriate training and education courses aimed at meeting JLARC's overall 
training and development needs.  While the organization will attempt to provide 
sufficient opportunities for all staff to acquire the skills necessary for 
advancement, responsibility ultimately rests with the individual.  Staff members 
should be proactive in identifying and addressing their own individual needs.  
Opportunities for training include: 
 

•  JLARC-conducted classes, 
 
•  ongoing JLARC tutorials, 
 
•  programs conducted by other State agencies, 
 
•  limited university tuition reimbursement for pre-approved 

coursework, 
 
•  consultant-conducted classes or programs at JLARC, 
 
•  outside seminars and training sessions, including continuing 

education and skills development classes at State universities and 
community colleges, 

 
•  self-directed reading programs, and 
 
•  others as requested and approved. 

 
 

Training courses will be designed to strengthen staff research, 
managerial, technical, and human relations skills. 
 
 
CommonHealth Schedule 
 

Numerous CommonHealth programs have been planned for 2001.  
Programs for 2001 include Outdoor Safety, Health Wise, Recipe for Health, Safe 
Use of Supplements, S.E.L.F. or Safe Exercise for Lifetime Fitness, and CPR & 
First Aid.  There will also be three challenges including Beat the Heat, Dental 
Floss, and for the holidays, Maintain Don’t Gain. 

 
Plans also include a Medical Screening program in the Fall, where 

participants' cholesterol levels, blood pressure, heart rate, and behavioral risk 
factors are assessed.  Other programs may be scheduled as they are made 
available through the CommonHealth program.  In addition, recurring programs – 
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such as general health screenings, blood drives, and immunizations – may be 
made available to JLARC staff. 

 
 

2001 Training Program 
 

Specific activities for the 2001 training program are included in the 
schedule shown below.  Other activities will be added as needs or opportunities 
arise.  For example, Professor Robert Holsworth of Virginia Commonwealth 
University has been invited to speak to JLARC staff in May on current public 
policy issues. 

 
 

 
2001 TRAINING PROGRAM 

 
  

Health Care Benefits for 2001 DPT, Bishop 
Statistical Analysis System (SAS) Version 8 Tittermary, Turnage 
Library of Virginia Orientation Library of Virginia Staff 
NCSL Skills Development Seminar Selected Staff 
NCSL/NLPES Programs, Training Selected Staff 
Software training:  intermediate and  
   advanced - Access®, Excel®, and Word® 

Local colleges and community 
colleges 

Forecasting training Fiscal analysis staff 
Informational Graphics Workshop Long 
Geographic Information Systems Mapping Selected Staff 
Records management training Irby, Jonas 
Fixed Assets Accounting System training State 
Tracker training Torrence 
  

Ongoing  
  
  
Individual training As arranged 
Software tutorials Tittermary, DLAS 
New employee orientation Jonas, Staff 
Writing and graphic tutorials Long 
CommonHealth activities Friel 
Financial management training Bishop, Gobble 
Retirement System Benefits Training Bishop, Gobble 
Benefits administration training Bishop, Gobble 
Payroll training Bishop, Gobble 
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